Appraisal Form For Employees and Volunteers

Section 1 - Personal Details 

	Employee’s Name


	Title 



	Date of Appraisal 
	Manager’s Name 




Section 2 – Review of Last Year

	What are the main areas of your job? What objectives/ targets did you agree?


	What were your achievements in these areas over the last year?
	What can you do better or differently in these areas?
	What support / training do you need to help you do better in these areas?

	1)


	
	
	

	2)


	
	
	

	3)


	
	
	

	4)


	
	
	

	5)  


	
	
	


Section 3 – Action Plan for Next Year

Note: remember to review these targets during supervision meetings

	What are your main targets for the next year?
	How will you achieve these targets and what support / resources do you need to help you achieve them?
	How will you know if you’ve achieved these targets?


	When do you expect to achieve them by?



	1)


	
	
	

	2)


	
	
	

	3)


	
	
	

	4)


	
	
	

	5)  


	
	
	

	6)


	
	
	


Section 4 – Training and Development Needs

	Training / Development Need
	Timescale for meeting need
	Method of Training or Development

	1


	
	

	2


	
	

	3


	
	

	4


	
	

	5


	
	


Section 5 – Signatures and Additional Comments 

I confirm that I have read and agreed to these notes.

	Your Signature:


	Manager’s or Appraiser’s signature:

	Your additional comments:
	Managers or Appraiser’s additional comments:




